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JOB DESCRIPTION:  Utility Clerk

DEPARTMENT:  Administration 

Major Function: 

Friendly and professional customer service both in person and by telephone, takes utility payments and enters data into computer billing program, answers general inquiries, listens to and handles complaints or routes them to the appropriate person, provides information concerning town services and operations, types correspondence or other documents as needed by the Manager, opens and closes utility accounts and processes refunds. Under general supervision of the full-time Utility Clerk, Deputy Clerk and Town Manager.

This is a front-facing position for the Town of Bronson, and, therefore, this person must have a pleasant demeanor, inviting and welcoming disposition, ability to multi-task, handles pressure well, knows and can employ deescalation techniques, receives constructive feedback professionally and responds positively. 

Representative Duties: 

· Greets residents and visitors to Town Hall in a friendly, professional manner. 
· Answers telephone calls efficiently and pleasantly. 
· Receives utility payments and accurately enters into the utility accounting system.
· Assists customers with billing inquiries.
· Processes deposits and refunds.
· Assists with preparing billing as needed.
· Helps in solving utility customer accounts billing discrepancies.
· Processes work orders when customers request to verify readings, leaks, etc.
· Assists the Manager with typing agendas, meeting minutes and other letters or memorandums. 
· Assists with preparing meeting packets. 

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job-related duties at times.)


Minimum Requirements: 

High school diploma. Some college coursework or clerical experience, or a combination of both, preferred that provides the basis for the needed knowledge, skills and abilities. 

· Knowledge of business English and basic arithmetic.
· Knowledge of office practices and procedures.
· Ability to understand and follow oral and written instructions.
· Ability to make mathematic computations and tabulations accurately and with reasonable speed.
· Ability to learn assigned clerical tasks readily and adhere to prescribed routines.
· Ability to be flexible and adaptable. 
· Skilled in data entry and manipulation.
· Skilled in the use of various computer programs, such as Word, Excel and others. 
· Skilled in basic clerical duties.
· Knowledge of basic business bookkeeping a plus. 


Working Conditions: 

Most all duties are performed indoors at Town Hall or, occasionally, at the Dogan S. Cobb Municipal Building. 

Physical And Mental Requirements: Able to see and hear (both with or without correction) and communicate orally. Possesses dexterity needed for fine manipulations, grasping, repetitive motions and to type at a reasonable speed. Able to access and retrieve files, with the occasional lifting of heavy boxes of files or papers. Able to stand at customer service window for extended period and also sit at a desk and view display screen for sustained lengths of time.

Reasonable accommodations will be made for disabled individuals who are otherwise qualified.

Job Details: 

This is a part-time job (20 hours) that could possibly work into a full-time position (40 hours, plus benefits). Work hours are flexible, but primarily 10:00 am – 3:00 pm Tuesday, Wednesday, Thursday and Friday.  
The schedule may be adjusted to meet office coverage needs and will be set in coordination with the Deputy Clerk and Manager. Workplace culture is of paramount importance. 

The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position. The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

The Town of Bronson is an Equal Opportunity Employer.
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